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‘nief, Manajerent -taff - 28 February 1957

Chief, Hecords Hanagement Staff

Neeklr “eport - veek Ending 27 February 1957

1. Gontributions

a, Tangible

(1) Completed 7 new and revised forms, The Language Jata fecord
Form was completed and semt to the Printing and ieproducticn
‘;H,;rision for the necessary supplies to be delivered by
bt "hrch.

‘wenty~-six cubic feet of records were destroyed or transferred
out of the Records Center, ihe rate of destruction could be
speeded up if labor were awilatle to operate the incinerator.
here are now over 400 cubie feet of records awalting destructim.

N ble
{1} A substantial revision in the ilanning Analysis Sheet, Form

ioe 35, used by OUR will result in paper savings of 33 1/3
rer cent as a result of shange in format and size.

Agsigmments (sctive)

a., Twenty-eight new and revised forus in srocess.

b, records .lsposition Program, Cable Jecretariat, 90 percent complete,
fgcords Jisposition Program, ‘IR, A3 per cent complete,
teview of ‘lecoris Control Schedule, 4udit Staff, 65 per cent complete.
iecords Asposition rogram, Office of Logistics, 60 per cent comlete.

Tnstallation of Agency Filing Ivatem in OSI 10 per cent complete.
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~UnrENTIAL

ffics of Jecurity has requested us to assist in the transfer of certaim
vocords mow held by the Jepartment of State in Bann, Cermmny, to this

A gar Wy

1s attemding & Tor~:spmdence ansgement Yarkshop being
éonduc v USA for certain selected Agency representatives,

Tentative arrangsments were made with the | For
the construction of a facility to house the vaper cominuting machine
which the New Building Staff wishes us to irv out at Hecords Center,

rea (22}21'11‘7}' 1957)
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